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	TWRT/BUS/EWRT 61: Resume Grading Rubric


	

	1.
	Format and Adherence to the Assignment (20)
	

	
	· Headings are clearly distinguished from text by use of white space, font type, and other font characteristics.

· White space is used effectively in the document. Items within sections are visibly grouped together. The eye is not overwhelmed by unnecessarily heavy blocks of text.

· Bullets are formatted well and appropriately spaced.

· The resume fits on one page if at all possible; the text makes good use of the entire page.

· Conventions for indicating job title, company name, location, and dates of employment are effective and consistent.

· Month and year beginning and ending dates are included throughout.

· Resume includes all necessary sections and information with appropriate headings.

· Font types and sizes throughout are pleasing to the eye and create a crisp look.

· Resume is laser printed on non-white, professional grade, 24-32 lb. weight paper with correct watermark orientation.
	

	2.
	Style (20)
	

	
	· Resume clearly and concretely details your duties, skills, and accomplishments. It is not overly theoretical or loaded with jargon not familiar to the audience.

· The overall organization of the resume has integrity (chronological, functional, etc.).

· Style is persuasive and assertive without being pushy or pompous.

· An appropriate amount of detail is given.

· Information is well organized.

· Bulleted items are clear and complete. No unnecessary repetition within bullets or sections is present. The most compelling bullets appear first.

· The resume is concise and the words selected most accurately and effectively convey meaning.
· Verbs are powerful and concrete.
	

	3.
	Grammar, Mechanics, and Punctuation (10)
	

	
	· Rules of American English grammar and usage are appropriately applied.

· Spelling is correct and the resume has been carefully proofread.

· All items in bullet lists are parallel (beginning with a verb conjugated in 1st person).

· Verb tense is consistent and appropriate (past tense is used for jobs you had in the past and present tense for jobs you currently hold).

· Punctuation is consistent (either all bullet list items end with a period or none do).

· Bullet lists always include at least two bullets.

· Structure and word order follow American English grammar and usage conventions.

· Conventions of capitalization are followed correctly.

· Punctuation rules and conventions are adhered to (apostrophes, parentheses, etc.).
· Expletives (it, there) and unclear demonstratives (this, that, these, those without a noun) are avoided.
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